Formatting Excel Documents for Printing Reports

Resize the columns

1la)  When one first opens a spreadsheet, data and columns are difficult to read. This
is due to the column width being too small.
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1b)  Click with the mouse in the small gray box ABOVE row 1 and TO THE LEFT of
column A.
(This step should select all of the columns and rows in the spreadsheet as shown
below).
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1c)  Select Format > Columns > Auto Resize
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1d)  Then click in any cell on the spreadsheet.

le)  The columns will be the correct size for the title or data that is in the column and
the remaining steps will enable printing of the spreadsheet.
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Page Setup changes for printing

2) Change the Orientation - to Landscape

| Margins | Header iFooter | Sheet I

Crientation Prink |
§ Brink. ..
[
" Portrait @ Landscape Print Preview |
Scaling Cptions. .. |

= adjustba:  [100 =% normal size

" Fi ko |1 5“ pagels) wide by |1 E‘ Eall

Paper size: ILetter j
=

Print quality: IEuIIIEI dpi

First page number: IF'.utn:l
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3) Change the Left and Right Margins
21|
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Top:
|1 5‘ IIII.S 5‘

Prinkt Prewiew |

Opkions. .. |

Left: Righ:

IIII.2 5‘ IEI.E 5‘

Eokkam: Fooker:
Cenker on page
[ Harizonkally [ wertically

I I Cancel

Formatting Excel Documents
March 7, 2005 5



4) Add Headers and Footers

Page | Margins | HeaderjFos r| Shest |
SMOEa05a-cps-asmnt-cnty-detail-Monroe sls Prink. .. |
Prinkt Prewiew |
Header: onti |
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Cuskom Header. .. Cuskorm Fooker. .. |
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5) Change Key Sheet (i.e., printing) Preferences

Page | Margins | Header/Fooker

Prink area: I :‘J Prink. ..

Prink kitl
rint Citles Prinkt Prewiew

Rows ko repeat ak kop: $1:%1 :‘J
Opkions. ..

Colurnns ko repeat at left: | N\
Prink

v cridlines I¥ Row and column headings— ~—10n—
[ Black and white Comments: I(NDI'IEII j
[ Draft quality
Page order
" Down, then over EEE_H G_QEE
' Ower, then down EE-E: ﬁ

N

Repeat the first row
(headings row)

Check Gridlines

Check “Row and column
headings”

Change Page Order
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